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Resume 101 Workshop
Overview
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• What is a Resume?
• Content breakdown
• Do’s and Don’ts
• Q & A
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• A self-promotional document
about YOU

• Sells your relevant and
positive credentials

• It’s the first impression an
employer has about you

Resume 101 Workshop
WHAT IS A RESUME?
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Resume 101 Workshop
WHAT INFORMATION IS ON A RESUME?

• Contact Information
• Citizenship

• Objective
• Education
• Work Experience
• Academic Experience
• Relevant Skills
• Volunteer Experience/

Extracurricular Activities
• Publications/Presentations
• Awards/Scholarships
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Resume 101 Workshop
CONTACT INFORMATION
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• Name
• Email
• Phone Number
• Address (optional)
• Citizenship

• US Citizen
• Lawful Permanent Resident

(LPR)
• Foreign National
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Resume 101 Workshop
OBJECTIVE
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• Objective Goals
• Tailored to the

organization
and/or position

• Avoid general
statements
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Resume 101 Workshop
EDUCATION
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• Institution(s)
• Degree(s)
• Major/Minor
• Anticipated Grad

Date or Transfer
Date

• GPA
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Resume 101 Workshop
WORK EXPERIENCE
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• Organization
• Location
• Dates
• Roles
• Titles
• Brief Description



jpl.nasa.gov

Resume 101 Workshop
ACADEMIC EXPERIENCE
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• Academic Projects
• Competitions
• Special Campus

Programs
• Other NASA Activities
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Resume 101 Workshop
RELEVANT SKILLS
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• Coursework
• Laboratory Skills
• Computer Skills with

Proficiency level
• Soft Skills
• Remote Skills
• New Tools
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Resume 101 Workshop
EXTRACURICULAR ACTIVITIES/
VOLUNTEER EXPERIENCE
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• STEM Clubs and
Organizations

• Sports Activities
• Youth Programs
• Outreach Activities
• Volunteer Tutoring
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Resume 101 Workshop
PUBLICATIONS/PRESENTATIONS
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• Scholarly Journals
• Books
• Posters
• Presentations
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AWARDS
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• Scholarships
• Honors
• Service Medals
• NASA Awards
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Resume 101 Workshop

• Spell Check
• Spell out Acronyms
• Clean, Concise & Consistent

Format
• Action Words
• Appropriate Tense
• Formal Name
• Phone Number
• Professional Voicemail Message
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• Reply on Spell Check Alone
• Small Fonts
• Mix Font Types
• Fancy Paper
• Color Paper
• 1st Person Pronouns
• Pictures
• Birthdate
• Social Security Number
• Parent’s Email Address/Phone

DO’s DON’Ts 
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Resume 101 Workshop
SUMMARY

• Present yourself in the best possible light
• Get as much feedback as possible
• Check your spelling and grammar
• Keep it professional
• Living document
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Resume 101 Workshop
Q & A
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Education Office Contacts:
Jenny.Tieu@jpl.nasa.gov
Roslyn.Soto@jpl.nasa.gov
Main Office Phone: 818-354-1260 
Email internships@jpl.nasa.gov

Human Resources Contacts:
Logan.J.Mcbride@jpl.nasa.gov
Mariann.Andres@jpl.nasa.gov

Resources:
www.jpl.nasa.gov/edu/students/your-internship/

mailto:Jenny.Tieu@jpl.nasa.gov
mailto:Roslyn.Soto@jpl.nasa.gov
mailto:internships@jpl.nasa.gov
mailto:Logan.J.Mcbride@jpl.nasa.gov
mailto:Mariann.Andres@jpl.nasa.gov
http://www.jpl.nasa.gov/edu/students/your-internship/
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